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Commonwealth of Massachusetts
Executive Office of Health and Human Services Virtual Gateway

Chapter 1. Accessing Provider Data Management to View
Salary Reserve Data

Introduction This section of the Provider Data Management (PDM) Service is for the
implementation of a data collection web-based application which will collect
payroll data from providers and will facilitate the distribution of
approximately $28M to Purchase of Service contractors who provide human
and social services to Commonwealth clients.

The Salary Reserve web application provides Purchase of Service (POS)
providers and EOHHS agency staff with access to real-time data over the
internet. The Salary Reserve web application will be the system of record for
all of the Salary Reserve data content. This application will be made available
whenever Salary Reserve is part of the Budget.

You can access PDM to

e Vview
e update
e manage

Salary Reserve FY 2007 data.

Accessing To access PDM:
PDM through
throug 1. Open a web browser.
the Virtual
Gateway 2. Type Web address www.mass.gov/eohhs in browser.
Health and Human Services portal page appears.
3. Click the Manage Provider Data link.
Health and Human Services Mass. =
Mass.Gov Home * State Agencies  + State Online Services
[ secretary Timothy B. Murphy  [EliOiiiie Services
‘z Secretary Murphy " Service Cataloy e Provider Data
Wl Welcomes You to EOHHS " Soreening and Referral omereoe and [ransnon Health & Human Senices
L " Intake Planning =
®  Transtionsl Azsistance " Sign Languace Interpreter
H Select an Agency Gatewray Services Guidance for
H Homeland Security More... O S Business
Hational Thre ony
Bl e 8 Upastes
. GATE WAY = Public Hganh Aszsistance
n Key Resources * Health & Human Services ** %mce
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Virtual Gateway Business Services portal page appears for login.
Note: Security requires that each person have a username and
password.

4. Enter your Username and Password in the Login box, and then click the
Submit button.

Virtual Gateway Business Services

The Yirtual Gateway offers a new way to access health and human service pragrams. Ta l—l

yet started, 10gin to the right, or leam how to becarmne an autharized user, The following

online serdces are currently availahle:

Catalog: An online catalog with descriptions of several
ofthe mostwidely used programs in Health and Hurman
Sences Login

Screening & Referral: 4 short online sunvey for Username l:l

consumers and providers to determine potential
eligibility for select EOHHS pragrams. Multiple services Password
tan he assessed atthe same time. (cage-gensitive)

Intake: 4 single, online data collection taol for registerad _

prowiders to create applications for multiple EQOHHS
programs on behalf of clients. {Login required.)

Eorgat password?

Homeless Management: An online data collection, case management, and repatting
tool for registered homeless shelters and providers to manage daily operations within
their organizations {Login reguired)

Virtual Gateway Help Desk:

18004210938
Transitional Assistance Gateway: An online inguiry tool for registered agencies to 1617 -988-3301 (TTY]
view secure case management information forvarious transitional assistance 9 AM -5 PM, Monday - Friday

programs, including Food Stamps, financial assistance, and homeless senices
(Login required).

The post-login, Virtual Gateway Business Services portal page appears.

Welcome Last Update: Februarny 2, 2005 11:20 AM

Virtual Gateway Business Services

Health & Human Semvices v

Virtual Gateway Help Desk:
e , 18004210938
Health and Human Services 1617-988-3301 (TTY)

Virtual Gateway g 9 AM -5 PM, Monday - Friday

Catalog of Serices

Commaon Intake Form

Interprater Referral Information Systern

Screen for Elinihility

Wiew Purchase of Service Provider Data _
Enterprise Reportin

Hormeless Managernent

Bususary

@
Mass.govieohhs

Return to the HHS Harme pade

Once logged in, you have access to the Virtual Gateway services. To access
PDM, click the View Purchase of Service Provider Data link.

The Provider Business Functions page appears.
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Viewing the
Provider
Business
Functions Page

Access the Salary Reserve Data Summary page by clicking the Salary
Reserve link from the Business Functions page

Provider Data Managemert Test Organization
= Links to Related Information Provider Business Functions
m Exit

- n View Information Summary m Update Provider Information

Help Desk and Training m General Information Detail m General Information
u User Manual m EOHHS Services Taxonomy m Services Available for Purchasze
» FAs m Provider Cortract Summary m Required Forms and Documernts
» POM How-to-Demas = Provider Gualification
» Job Aids = Financial Measures = Other Business Services
- = Requited Forms and Documerts 0

Phone Mumker Links to Related Information
1-800-421-0938 m Salary Reserve h

I ary: Summary infarmation about & single Purchase of
Serice (POS) Provider that can be viewed on a single page with the option to link
to more in depth information such as general contact information, provider
addresses, serices provided to the Commaonwealth and required docurments on file
with provider data management

Update Provider Information: Update general information, reguirement
documents and farms and other data about the services you can provide to the
Commaonwealth.

Links to Related Information: Select from a comprehensive list of useful links to
other sources of information pertaining to contracting and commaonwealth business
processes and procedures.

The Salary Reserve Data Summary page appears.

August 29, 2006
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Accessing the  You will only be able to view, manage and update data that pertains to your
Salary Reserve organization.

Data Summar P P - .
Y The following information is viewable from this page:
Page
e Contact Information
e Salary Reserve Wage Detail
e Contract Detail
Pravider Data Management Business Functions > Salary Reserve
m Links to Related Information
= Ext Test Organization Salary Reserve Data Summary
Salary Reserve Updates To enter Salany Reserve Data select the coresponding Update link.
Contact Information Update
Salary Reserve Data
» Updste Contact Salary Reserve Contact:
» Manage Wage Data 123 Common Ave
= Manage Cortracts Boston WA 12345 LISA Phane:
(1231231234 Title:
Help Desk and Training http: Aweni testarg. com E-mail: ki
u User Manual TIM / FEIN: 000000000
P Wendor Custormner Code: MN/A
= Figs
= PDM How-to-Demos Salary Reserve Wage Detail Update
m Job Aids
= Phione Mumber UFR Title No. of FTEs Total Annual Wages Average Salary
1-500-421-0935
Contract Detail Update
Annual i el Adjusted
[1] Contract No | Dept Ag“';'ty <E;=IIEDSK Salaries PPro:JramI Salaries
ode == FTEs <=§40K|  "T35E4| - _ga0K
by Dept.
Once all data is entered click submit to confirm. The deadline for submitting your FY2007 Salary
Reserve Data is Friday, September 29, 2006 at 5:00 P,
Page 4 Salary Reserve FY 2007 Reference Guide August 29, 2006
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Virtual Gateway

Chapter 2: Managing Salary Reserve Data

Introduction You can manage or update the following:

e Salary Reserve Contact Information

e Salary Reserve Contract Data

e Wage Data

Accessing the To access the Update Salary Reserve Contact page, click the
Salary Reserve  Update link from the Salary Reserve Data Summary page.

Contact Page

Provider Data Management

w Exit
Salary Rezetve Updates

Salary Resetve Data

m Update Contact
® Manage Wace Dets
® Manage Contracts

Help Desk and Training

User Manual

Eads

POt Howy-to-Diemos
Job Lids

Phane humber
1-500-421-0935

m  Links to Related information

Mass.Gov Home State Agencies » State Online Services

Business Functions » Salary Reserve

Test Organization Salary Reserve Data Summary
To enter Salany Resarve Data select the corresponding Update Jink.
Contact Information Update

Salary Reserve Contact:
123 Comman Ave

Boston hA 12345 LISA Fhone:
(123)-123-1234 Title:
http: v testory. corn E-rnail: MN/A

TIK ¢ FEIN: 000000000
“endor Customer Code: MFA

Salary Reserve Wage Detail Update
UFR Title No. of FTEs Total Annual Wages Average Salary
Contract Detail Update
% of

g Annual " 0 Adjusted

1D ContractNo | Dept Ag)';:y <£;—sz Salaries PF:Ir;l:Jlr_:::d Salaries

FTEs <=$40K : <=$0K

by Dept.

Once all data is entered click submit to confirrn. The deadline for submitting your FY2007 Salary
Resere Data is Friday, September 29, 2006 at 5:00 PM

[ Submit |

The Update Salary Reserve Contact page appears.

August 29, 2006 Salary Reserve FY 2007 Reference Guide
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| Virtual Gateway Executive Office of Health and Human Services
U datl n " Bd Test Organization Update Salary Reserve Contact
p g Salary Reserve Updates Contact Information
Salary Rese rve Salary Reserve Data 123 Comrmon dwe PDM Contact:
Boston WA 12345 SA Mary Jones
Undste Contact
_Cc;ntactt_ o opemeenas (1291123 123 Prons: B17) 865333
bittg: e eSO, COrn itle
Manage Contracts .
Information " lenave Conracts TIMAFEIN: 000000000 mary jonesig@testorganization. com

Help Desk and Training “endor Custormer Code: RliA

= User Wanual Update Contact Infermation
» Fads
® PDM How-to-Demas Salary Reserve Contact
= Job Mids
= Phane Mumber
1-800-421-0933
-
First: = [Ann | Last: * |Smith

Title: ™ IContradManager

Phone Number. * |(B17)[p55-2020 (FHHE) ST HRHE

E-Mail: * Iasmith@teslurganizaﬁun org

=3

Tip: If you answer Yes to “Is Salary Reserve Contact the same as
PDM contact?”” the required fields below are disabled. Then, click

| Save
You are returned to the Salary Reserve Contract Data Summary
page with the updated contact information displaying.
Tip: Asterisk denotes required fields.
To update Salary Reserve Contact information:
1. Enter first and last name.
2. Enter title.
3. Enter phone number
(Hint: space for extension up to 5 digits).
4. Enter e-mail address.

5. Click—]

You are returned to the Salary Reserve Contract Data Summary
page with the newly entered contact information displaying.

Page 6 Salary Reserve FY 2007 Reference Guide August 29, 2006
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Virtual Gateway

Updating
Salary Reserve

Praovider Data Management

= Links {o Related Information

= Exit
Contact Salary Reserve Updates
I nformation Salary Reserve Data
(Continued) = Updste Cortact

m hanage Wane Data
® Mansge Cortracts
Help Desk and Training

m Lzer Manual
m FAQs

Mass Gov Hame State Online Services

Business Functions = Salary Reserve

State Agencies

Test Organization Salary Reserve Data Summary

To enter Salary Resene Data select the corasponding Update ink.
Contact Informatioen

Update

Salary Reserve Contact:
Ann Smith

Phone: [B17) 555-2020

Title: ContractManager
asmithi@testorganization. org

123 Common Ave

Boston WA 12345 USA
(12311231234

http.ffinen. testorg. com

TIM # FEIN: 000000000
Wendor Customer Code: NAA

Accessing the
Salary Reserve

To access the Manage FY07 Salary Reserve Contracts page, click
the Update link from the Salary Reserve Data Summary page.

Contract Data
Page

Provider Data Management

m Links to Related Information
w Exit

Salary Reserve Updstes

Salaty Reserve Data

= LUpdste Contact
m hianane Wage Data
= Manage Contracts

Help Desk and Training

Uzer Manual

[Etett

POt Howeto-Demos
Job Aids

Phane Mumber
1-800-421-0938

Important Note

Mass.Gowv Home State Agencies State Online Services

Business Functions = Salary Resere

Test Organization Salary Reserve Data Summary

To enter Salary Resene Data selact the coresponding Update fink

Contact Information Update
Salary Reserve Contact:
123 Common Ave Ann Smith
Boston A 12345 LISA Phone: (5171 555-2020
(123)-123-1234 Title: ContractManager
http: i testorg. com asmith@iestorganization. org
TIM £ FEIM: 000000000
“endor Customer Code: NAA
Salary Reserve Wage Detail Update

UFR Title No. of FTEs Tetal Annual Wages Average Salary

Contract Detail

% of
. . Annual o Adjusted

1 Contract No Dept Ag)l;':y <£;-fOSK Salaries PF|'|r['::(|J1?sI:(I Salaries
FTEs <=$40K by Dept <=§0K

> Once all data is entered click submit to confirrn. The deadline for subrmitting your FY2007 Salary

Reserve Data is Friday, September 29, 2006 at 5:00 PM

T

The Manage FYQ7 Salary Reserve Contracts page appears.

August 29, 2006
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M anag | n g FYO7 Test Organization Manage FYO07 Salary Reserve Contracts
Salary Reserve Updates
Salary Reserve SR EmliF D e
A ”"'(’;DE:@“I’; °" (5266056603 430MRI000D |~ Agency” [OMRL =
CO ntracts = Manage Wage Data Or enter Contract Number below
"L Activity Code:™ |3036
Help Desk ane Training Accounting Line: |2
mu User Manual
= FAQs % of
= PDM How-o-Demos Number Jr— Program
= Job dids Salary Category of FTEs o o P 1
® Phane Number * Salarisinyilt by State
1-800-421-0938 Agency *
Less than or equal to $40,000 50 101430900 100

Contract Summary

Annual % of

|Activity| FTEs | Salaries | Program
Code [<=f40K| FTEs |Purchased
<=$40K | by Dept.

[[1] Contract Number Dept]

Back to Salary Reserve Data Surmrar

Tips:
e Asterisk denotes required fields.
e Do not use the dollar sign or commas.
To add a contract to manage FYOQ7 Salary Reserve Contract data:

1. Select a contract from the drop down box or enter (up to 20
digits) contract number in appropriate field.

Select the agency from the drop down box.
Enter activity code.

Enter accounting line.

Enter number of FTEs.

Enter annual salaries for FTEs.

N o g bk w DN

Enter % of program purchased by State Agency.

8. Click .

The page reappears with the newly entered contact displaying.

Page 8 Salary Reserve FY 2007 Reference Guide August 29, 2006
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R

Lo

M an ag i n g FY07 : Qsto Related Information
Sal ary Rese rve Salary Reserve Updates

Zalary Reserve Data St niTA ]

Contracts » Update Cortact Cnméauctm:igh’er Select One = Agency:™ |SelectOne =

= blanse Waoe Data Or enter Contract Number below

Test Organization Manage FYO7 Salary Reserve Contracts

(continued) Mo Conts I T T
Help Desk ane Training Accounting Line:
= User Marual
= EAGs % of
® PO Howto-Demos Number IRl Program
n Jo Aie Salary Category of FTEs Annua . Purchased
u Phane Number * Sellnit=s i FUE by State
1-800-421-0935 Agency *
Less than or equal to $40,000

B[R

Contract Summary

Annual % o
|Activity) FTEs Salaries FTEs Program
Code |[<=$40K| - Purchased|
<=$40K
by Dept.

0]$101,430,696.00} 100%)|

1] Contract Number Dep]

47 [526605660343DMR00000 DMR| 3036 A

=1

Back to Salary Reserve Data Surmmar

Tips:
To add another contract;
1. Enter data.

2. Click .

The contract is added.

Contract Summary

% of

i Annual o 0
1] Contract Number De|)|Ac“V"y ETES Salaries Program
Code [<=$40K| - Purchased

FTEs <=$40K

by Dept.
47 526605660343 DMRO0000 DhR| 3038 50.0/%1,014,309.00] 100%
49 INTFOD00009950612700 DSS | RESG 2.0 §49,531.20) 100%
50 SCOMH4310500405830000 DhiH| 3049 14.0| §328,337.00| 100%
51 |20075004260000000000 MRC| 3031 1.0]  $23,500.00 100%

Back to Salary Reserve Data Summar

e The unique ID number for each line item corresponds to the
contract number, appropriation, and activity code.

Hint: To return to the Salary Reserve Data Summary page, click
the Back to Salary Reserve Data Summary link.

August 29, 2006 Salary Reserve FY 2007 Reference Guide Page 9
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Managing To manage an existing contract you have previously entered, click
Existing the Contract Number link.
Contract Data Comtract Summy

% of
i Annual
1] Contract Number DeptAc‘Mw ETES Salaries Program
Code [<=$40K| - Purchased
FTEs <=$40K
by Dept.
47 526605650343 DMRO0000 DhR| 3038 50.0/$1,014,309.00] 100%
49 INTFOD0000995061 2700 D55 | RESG 2.0 §48,621.20] 100%
50 ECDMHHW 0040830000 DhiH| 3043 14.0] $328,337.00) 100%
51 |200750047680000000000 MRC| 3031 1.0]  §23,500.00) 100%

Back to Salary Reserve Data Summar;

The Manage FYOQ7 Salary Reserve Contracts page appears with
contract number field populated.

= Eait

Test Organization Manage FYO7 Salary Reserve Contracts

Salary Reserve Updates

Salary Reserve Data AL

» Lidete Cortoct C”"‘g;:g‘“tghf’ 5266056603430MRO0000 [~ Agency” [DMRL =

= Manage Wage Dsta Or enter Coniract Number below
= Manage Contracts Activity Code:™ 3036

Help Desk and Training Accounting Line: |2

= User Manual

m FAGs % of

= PO Howto-Demos Number — Program
u Joh Aids Salary Category of FTEs A & P 1
= Phone Number * Salarisslinyilt by State

1-800-421-0935 Agency *

Less than or equal to $40,000 50 101430900 100

(RE )

Contract Summary

Annual % of

|Activity| FTEs | Salaries | Program
Code [<=$40K FTEs  |Purchased
<=$40K_ | by Dept.

1] Contract Number Dept]

Back to Salary Reserve Dala Summar

Add contract data, then click :l .
You are returned to the Manage FY07 Salary Reserve Contracts
page with the updated data displaying.

Caution: If you click , it clears out all the data you
entered and the contract record will be deleted.

Page 10 Salary Reserve FY 2007 Reference Guide August 29, 2006
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Executive Office of Health and Human Services Virtual Gateway & "
Accessing To access the Manage Salary Reserve Wage Data page, click the
Manage Salary  Update link from the Salary Reserve Data Summary page.

Rese rve Wage Providler Data Managsment Business Functions » Salary Reserve
Data w Links to Relsted Information
= Bt Test Organization Salary Reserve Data Summary
Salary Reserve Updates To enter Salary Resene Data select the corasponding Update link.
Contact Information Update
Salary Reserve Data
» Updste Cortact Salary Reserve Contact:
» Manage Wane Data 123 Common Ave Ann Smith
» Manags Coiracts Bostan M 12345 USA Phone: {517) 555-2020
(1231231234 Title: CaontractManager
Help Desk and Training hittp.fhwrane testorg. com asmithi@iestorganization.org
u User Manual TIM ¢ FEIN: 000000000
EPE— Wendor Customer Code: NAA
= FAQs
= DM How-to-Demos Salary Reserve Wage Detail
m Job Sids
= Phone humber UFR Title No. of FTEs Total Annual Wages Average Salary
1-800-421-0938

The Manage Salary Reserve Wage Data page appears.

Managlng " Bt Test Organization Manage Salary Reserve Wage Data
| Salary Reserve Updales Add Wage Data
Sa ary Rese rve Salary Reserve Data UER Title * N“::"‘I!)Eei of To&l A||||:|nl
Wage Data : —
g e Case Worker =k [436a1 20
» Manage Contracts
Help Desk and Training l:l
u User Manual
" FAQE
® POt How-to-Demos N Number of Total Annual Average
o s UERATHE FTEs Wages  Salary

= Phone Number
1-600-421-0936

Back to Salary Reserve Data Summary.

Tip: Asterisk denotes required fields.

To enter wage data:
1. Select UFR title from drop down box.
2. Enter number of FTEs.
3. Enter total annual wages.

4. Click .

The page reappears with the newly entered data displaying.

August 29, 2006 Salary Reserve FY 2007 Reference Guide Page 11
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Managing =B Test Organization Manage Salary Reserve Wage Data
Salary Reserve Updates Add Wage Data
Salary Reserve
Ll EEEMVE a .. ] 4
Salary R Dt UER Title * Number of Total Annual
Wage Data = Uptlate Cortact e FTEs™ Wages™
- M e Wiace Dat
(Contl n ued) L] M:::g: Coarrtreac‘tsa Select One jl I

Help Desk and Training l:l

m Uszer Manual
m FoQs

= POt Howy-to-Demos Number of Total Annual Average

UFR Title

= Job Aids FTEs Wages Salary
m Phone Mumber
1-800-421-0938
Case Waorker 20 $496,912.00  $245 456.00

Back {0 Salary Reserve Data Summar:

Tip: To add another wage, click :

Hint: To return to the Salary Reserve Data Summary page, click
the Back to Salary Reserve Data Summary link.

Updating To update an existing salary wage data you have previously entered,
Existing Salary  click the UER Title link.
Wage Data
UER Title Nll;;!rhéa; of Tot\:l‘:;;ﬂngl:;llal A;:Ir:ge

Assistant Program Director 1.0 $23500.00 $23 500.00

Case Worker 20 $4965 21200 $245 456.00

Direct Care /Prograrn Staff 50.0 $1.014 30900 $20286.18

Licensed Counselor 14.0 32833700 $23 452684

The Update Wage Data page appears.

= Links to Related Information
Bt -

- Test Organization Update Wage Data
Salary Reserve Updates

Update Wage Data
Salary Reserve Data
= Updste Contact UFR Title =
= banage Wage Data
= anage Contracts

Number of

FlEe " Total Annual Wages

Case Worker =20 [426a1.2
Help Desk and Training

5 [ Delcte |l Update |
= EAQs

= PDM Howy-do-Demos

Update Wage data, then click :I :
You are returned to the Update Salary Reserve Wage Data page with
newly entered data displaying.

Caution: If you click , it clears out all the data you
entered and the record will be deleted.

Page 12 Salary Reserve FY 2007 Reference Guide August 29, 2006
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Chapter 3: Confirming FY 2007Salary Reserve Data

\

Introduction

After the Salary Reserve data for FY 2007 has been entered for your

organization, you will need to complete the submittal and confirmation
process.

Submitting
Salary Reserve
Data

Once all FY 2007 Salary Reserve Data has been entered and reviewed,
click

&t Test Organization

Salary Reserve Data Summary

Salary Reserve Updates
Contact Information
Salary Reserve Dala
Updste Contact
Maniage Wage Data
Maniage Contracts

123 Comman Ave
Boston MA 12345 USA
[123)-123-1234

hitp: Mo testorg. cor
TIN / FEIN: 000000000

Help Desk and Training

User b I

et “endor Customer Code: N/A
EAQs
Do o DetmoE} Salary Reserve Wage Detail
Job Aids

Phone Mumber
1-B00-421-0336

UFR Title

No. of FTEs Total Annual Wages

To enter Salary Resenve Data select the coresponding Update link

Salary Reserve Contact:
Ann Smith

Phone: (517) 555-2020

Title: ContractManager
asmith@testarganization. arg

Update

Update

Average Salary

Assistant Program Director 1.0 $23 500.00 $23 500.00
Licensed Counselor 140 $328,337.00 $23 452,64
Direct Care IFProgram Staff £0.0 $1.,014 303.00 $20,286.18
Case Worker 20 $49691.20 §24 845,60
Contract Detail Update
o
f A
. Annual e o Adjusted
[[1] Contract No Dept Activity FTEs ISalaries FTEs| ,.P“’?'“'“ Salaries
Code |<=§40K P l
<=$40K <=$40K
by Dept.

#7  |5266056603430MR00000 | DMR) 3036 50.0) 1,014 ,309.00) 100%j| §1,014,308.94)
149 INTFODOO0099506159700 | DSS| RESG 20 $459,691.20 100%|  $49,651 20
50 [SCOMH431050040830000/DMH 3048 14.0) $328 ,337.00) 100%|  %$326,337.00
£1 [20075004280000000000 |MRC) 3031 1.0 $23,500.00] 100%; $23 ,500.00)

Once all data is entered click submit to confirm. The deadline for submitting your FY2007 Salary
Reserve Data is Friday, September 29, 2008 at 5:00 P,

I

The Final Confirmation page appears.

Confirming
Salary Reserve
Data

= Et

Test Organization Final Confirmation

Salary Reserve Updates

Salary Regerve Data
= Lpdate Contact
= Manage Wage Data
® hlanade Contracts

Thank you for submitting your data for FY 2007 Salary Reserve.

W By clicking the Final Confirmation check bax you are confirming
the data you entered is complete and accurate. After you click this

Help Desk and Training check box, you will no longer be able to edit and resubmit data.

= User Manual

u Fags By clicking COMFIRM, you are cerifying under the pains and penalties
» PO How-to-Demos of perjury that the infarmation reparted is accurate and complete to the
= Job Aids best of your knowledge. This information will be used to determine the
= Phone Mumber funds that will be allocated to your organization.

1-500-421-0935

 Confirm |

August 29, 2006 Salary Reserve FY 2007 Reference Guide Page 13
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To confirm Final Confirmation:
1. Click the check box to confirm data entered is complete and
accurate.

2. cliok L]

Once data has been confirmed, an email notification will be sent to
the Salary Reserve Administrator.

Confirming
Salary Reserve
Data

The Salary Reserve Final Confirmation page appears.

m Links to Related Information

= Exit Test Organization Salary Reserve Final Confirmation

Selary Reserve Updates [ = l
o b Date Submitted: 08/23/2006

Salary Reserve Data

Sal rve Contact:
Help Desk and Training alary Reserve Contact:

123 Comman Ave Ann Smith
» User Manusl Boston WA 12345 USA Phaone: (517) 5565-2020
m FAds (123)-123-1234 Title: Contractianager
= PDM How-to-Demos hitp: Mo testorg. corn asmithi@testorganization. org
= Job Ajds TIM # FEIN: 000000000
= Phone Mumber Wendar Customer Code: N/&

1-800-421-0938
Salary Reserve Wage Detail

UFR Title No. of FTEs Total Annual Wages Average Salary
Assistant Program Director 1.0 $23 500.00 $23,500.00
Licensed Counselor 14.0 $328 337.00 $23 452,64
Direct Care IFProgram Staff a0.0 $1,014 309.00 $20,286.18
Case Waorker 20 $49 691.20 $24 845 60

Contract Detail

Annual Gl Adjusted
D Contract No Dept el (s [Salaries FTEs ,.P“’?’“'“ Salaries
Code |<=§40K P l
<=$40K <=$40K
by Dept.

{7 F266056603430MR00000 |DMR| 3036 50.0) %1,014,309.00) 100%( §1,014,308.94
49 [NTFOOO0O09S50619700 | DSS| RESG 20§48 591.20 100%|  $49,651 20
50 [SCDMH431050040830000) DiH| 3049 14.0[ $328,337.00 100%|  $325,337.00
51 P0075004280000000000 |MRC| 3031 10 $23.500.00 100%|  §23.500.00

3. Click & to print a copy of the Salary Reserve Final
Confirmation printer friendly version for your records.
The printer friendly version of the Salary Reserve Final
Confirmation page appears.
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4. View printer friendly version.

Viewing of
printer friendly Test Organization Salary Reserve Final Confirmation
version of the Contact Information Date Submitted: 08/23/2006
S_alary Reserve Salary Reserve Contact:
Final 123 Camman Ave Ann Smith
H H Binston A 12345 LISA Phone: {17 555-2020
Confirmation (123)-123-1234 Title: ContractManager
http:ffwenne. testorg. com asmithi@testorganization.arg
TIK f FEIM: 000000000
Wendor Custormer Code: RIAA
Salary Reserve Wage Detail
UFR Title No. of FTEs Total Annual Wages Average Salary
Assistant Program Director 1.0 $23.500.00 $23 500.00
Licensed Counselor 14.0 $328 337.00 $23 452 B4
Direct Care |/Program Staff 0.0 §1,014 309.00 520 ,286.18
Case Worker 20 $49 5591 .20 $24 845 B0
Contract Detail
Annual Rkl Adjusted
1] Contract No Dept by ETES Salaries FTEs Lk Salaries
Code [<=$40K - Purchasei =
<=§40K <=$40K
by Dept.
W7 h26E056E03430MR00000 [DMR] 3036 50.0( %1 014 309,00 100%| $1,014,308 94
M9 INTFOOODOO9950619700 | DSS| RESG 200 p49591.20 100% $49 59120
A0 |SCOMHA31050040830000[ DMH| 3049 1400 $328,337.00 100%| $328,337.00
A1 [PO07A004280000000000 |MRC) 3031 1.0 $23,50000 100% $23,500.00
Viewing Click the Salary Reserve Updates link from the navigation bar, to view the
latest information about Salary Reserve.
Purchase of y
SerVice (POS) Provider Data Management
Salary Reserve : gsto Related Informetion

Page | Salary Reserve Updates

The Purchase of Service (POS) Salary Reserve page appears.
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Purchase of Service (POS) Salary Reserve ! -
Health & Human Services »

July 12, 2006 Update

“With the expectation that the FYO7 budget may contain a Salary Reserve line item, EOHHS
is planning the necessary steps and activities for managing and distributing the reserve in an
accurate, timely and efficient manner.

To facilitate collection of FYO7 contract data, EOHHS is upgrading the curent version of the
Provider Data Management (PDM) service. As most of you know, PDOM is a Virtual Gateway
business sewice that was made available to Purchase of Service (FOS) providers and
EOHHS state agencies duting the sumrmer of 2005, The new PDM release will enable POS
providers to submit payrall information (8.g., FTE counts, annual salaries, and other
information) required to support the allocation of the Reserwve over the Internet.  Once
purchasing agencies have verified the accuracy of the infarmation submitted by providers,
EOHHS will calculate the salary resere allocation for eligible employees

In order to use POM to submit Salary Reserve payroll infarmation, all providers must have
active accounts on the Wirtual Gateway and specifically with the PDM service, During the
weeks of July 10 and 17, EOHHS is emailing information to providers regarding actions they
must take in order to update their existing or activate a new account on the “Wirtual Gateway

FY07 Salary Reserve Administration Timeline:

Az has been the case in previous years, timeline for the Salary Reserve is designed for the
first Reserve payments to occur during the beginning of Decemnber. In order to meet this
timeline and be eligible for Salary Resere funds, it is critical that providers adhere to the
timeline outlined below.

= August 31, 2006: Deadline for providers to complete, sign, and submit to the Virtual
Gateway Tearn all forms and documents required to gain access to the PDM systern
All providers should have received instructions via erail or regular mail by July 20th on
what they need to do in order to meet this deadline.

September 7 - 29, 2006: Payroll data submission period. The deadline for providers to
submit via the PDM =ystem all payroll and salary information reguired for allocation of
the F¥0O7 Salary Resere funds is September 29th. Information cannot be accepted for
the F¥0O7 Salary Resere after this date.

Movember 13, 2008: Individual provider allocation amounts announced. Appeals
process opens

January 12, 2006: Deadline for receipt of provider appeals regarding amount of FYO7
Reserve allocation

Flease direct all questions regarding the PDM deployment process to the Virtual Gateway
Help Desk. The Help Desk number is 1.800.421-0933.

Additional Milestones:

Date Milestone

08/31/06 Deadline for providers to submit any required WG or PDM enroliment
material

09707 06 PDM is apen to salary reserve providers for submission of payrall
infarmation

09/29/06 Deadline for submission of provider payroll inforrmation

1002106 to Furchasing agency review and confirmation period

10/20/06

111306 Motice to providers an amounts allocated. Inforrmation posted on salary
reserve wahpage

111306 Allocation appeal process opens for providers who wish to dispute their
allocation

11417 106 Salary reserve contracts emailed to Providers for signature

12/08/06 First scheduled payments out to Providers

0112407 Appeals period closes, all allocations are final

020207 Al salary reserve amendments finalized and processed

ozn407 Salary reserve reports delivered to the Legislature and posted on the
wiehpage

Download Format

POM Checklist PDFE Doc

Wirtual Gateway Service Agreerment PDE Doc

Wirtual Gateway Access Administrator Farm PDE Doc

irtual Gateway User Reguest Form PDFE DoC

irtual Gateway Roles Matrix PDFE aLs
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Chapter 4: Glossary

The following table lists the data elements and their definitions for the

Introduction . o
Salary Reserve Data Collection Application.

Tip: Asterisk denotes required field.

Data Element

Definition

Contractor name

Agency name as used in articles of incorporation or
organization.

*Contact person

The name of the person who can answer Salary
Reserve questions about the survey, should any arise.

*Telephone The contractor’s telephone number, including area
code and extension, if any.

FEIN 9 digit federal employer identification number
(FEIN).

*FY 2007 20 digit MMARS contract identification number.

contract number

*Dept. 3 letter identifier of the department with whom
contractor has a contract.

*Full-time The number of eligible employees (full and part time)

equivalents in terms of full time equivalents (FTESs) earning less

earning less than | than $40,000 that work in the program.

$40,000 in

program

*Annual salaries
of employees
earning less than
$40,000 in
program

The annual salaries of eligible employees earning less
than $40,000 for the portion of their time attributable
to a program.

*Percentage of

This is the percentage of the program that is

August 29, 2006
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Data Element

Definition

program
purchased by
department

purchased by the department.

Annual salaries
less than $40,000
attributable to this
contract and

No entry (see note below).

This column is calculated by a built-in formula that

program multiplies percentage of program purchased by
eligible salaries of <$40,000.
*MMARS Enter the MMARS activity code associated with the

activity code

listed program.

Accounting Line
Number
(optional)

Enter the accounting line number associated with the
listed program.
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